indiana Office of Technalagy

Powesing o State that Works

IOT On-Call Calendar

Create Team

All persons must first be associated with a team as a member.

Steps Guidelines/Tips

1. From the Teams screen,
click Create a Team
(blus sign). Teams e+

Name Agency Manager Description Actions

Enter the Team Name. Create a new team
Select the Agency.

Enter a Team Email.
Enter a VSM Group.
Enter a Website address.
Enter Team
Information/Description.
8. Click Continue.

Team Name

Agency

Noupkwn

Team Email

VSM Group

Website

Team Information f Description

= = |P |B|I|D|(Cc|@
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9. The Team has been
saved and displays on the
grid.

Teams

Agency Manager Description

0T (Office
of
Technology)

,
[
(C]
e

«]

Joelle Testing
Boothe

Testing
Group

NOTES:

Name and Agency are required fields.
All teams will be displayed in the grid.

Only the creator of the team has editing/deleting rights.

The OnCall button navigates to the OnCall screen.

The Contacts List button navigates to the Contacts List screen.

The application name in the upper, left is a hot spot to the Teams page throughout the application.

IOT On-Call Scheduling

Creation Date: 8/11/2016

IOT On-Call Scheduling Page 2




Indiana Office of Technalagy

Powesing o State thot Warks

Steps Guidelines/Tips
1. Navigate to the Teams Teams = | (| +
screen.
2. Click Team Members. Name Agency Manager Description Actions
Testing lcf)T T Jodle  estng st = B}
Group © Boothe
Technology)
3. Click Add a Team
Member. .
Testing Group - Members — +
Secondary Days Applicable Actions
4. Enter the members Add a Team Member
Name.
5. Enter the members Email Name
address.
6. Click the Show on
Contacts List box. Email

Show On Contacts List

Primary Phone
( -
)
Secondary Phone
( -
S S

Applicable Days
lMonday Tuesday Wednesday Thursday
Friday Saturday Sunday
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7. The fields change from a
shift entry to a contact
entry.

8. Enter the members Title.

9. Enter the members
Address.

10. Select the Order.
11. Comments are optional.
12. Enter a Primary Phone

number.
13. Click Save.

Add a Team Member

Name

Sally Smith
Email
ssmith@iot.in.gov
¥ show On Contacts List
Title
DR Mgmt
Address
429 S Henderson St. Bloomington, IN 47401
Order
Primary

Comments

Comments here

Primary Phone

(317) 555-1111

el m

14. The member now
displays in the Members
grid.

Testing Group - Members

Secondary

Days Applicable

Actions

Bette Davis bdavis@something.net (317) 555-4444
Sally Smith ssmith@iot.in.gov (317) 555-1111

Creation Date: 8/11/2016
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NOTES:

All fields are required with the exception of Comments.

If the address entered is not valid, the system will display “be more specific” with a thumbs down. Once a valid
address is entered, a thumbs up will display.

be mare specific

Address

429 S Hendersaon St, I

To navigate back to the Teams screen, click on the team name.
Testing Group - Members -

Secondary Days Applicable Actions

John Dough jddlgh@com.com (317) 555-1212 (317) 444-5656 Mon - Fri 4 n

Creation Date: 8/11/2016
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Steps Guidelines/Tips
1. Click Team Members. Teams = (2 |(+
Name Agency Manager Description Actions
. IOT (Office
Testing Joelle Testin essssssm—— L | © | &
Group o Boothe . n

Technology)

2. Click Add a Team
Member.

Testing Group - Members — +

Secondary Days Applicable Actions

3. Enter the members
Name.

4. Enter the members Email
address.

5. Leave the Show on
Contacts List box
unchecked.

6. Enter a Primary Phone.

7. Enter a Secondary
Phone.

8. Select the Applicable
Days.

9. Click Save.
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John Dough

Name
John Dough

Email

jdough@com.com

Show On Contacts List
Primary Phone

(317) 555-1212
Secondary Phone

(317) 444-5656

Applicable Days
¥ Monday # Tuesday ¥ Wednesday # Thursday

¥ Friday Saturday Sunday

Editing Permissions
Team Shifts Members Schedule

Permissions

10. The member now

displays in the Members .
grié’_ Y Testing Group - Members -

Primary Secondary Days Applicable Actions

John Dough jdough@com.com (317) 555-1212 (317) 444-5656 Mon - Fri s n

NOTES: | Name, Email Primary Phone and Secondary Phone are all required fields.
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Steps

Guidelines/Tips

1. Click Edit Member.

Testing Group - Members

+
Name Email Primary Secondary Days Applicable Actions
Bette Davis bdavis@something.net (317) 555-4444 s n
Sally Smith ssmith@iot.in.gov (317) 5551111 — 2 n
2. All entry fields are open
for editing. . .
L Editing Permissions
3. Mark the Permissions for T i -~ seredu
the member. eam s VIEMDETS chedule
4. Click Update. Fermissions

NOTES:

Team owners have all permissions and cannot have any revoked. As a team owner you may give the ability to
manage member's permissions to someone on your team by editing that user.

Editing Permissions
This user is the team owner and has all permissions

‘You cannat edit your own permissions

Creation Date: 8/11/2016

IOT On-Call Scheduling

Page 8




Indiana Office of Technalagy

Powesing o State thot Warks

Manager Description

Steps Guidelines/Tips
1. Click View Contacts
List.
Teams ﬂ% +

Actions

2. All agencies and all
contacts will display in the
grid.

Walt Disney

Tiny Tina

Silly Sam

Sally Smith
Michaela Hoffman
Jim Smith

Carey Contact

Betie Davis

Agency =

|OT (Office of Technology)
IOT (Office of Technology)
|OT (Office of Technology)
IOT (Office of Technology)
|OT (Office of Technology)
IOT (Office of Technology)
|OT (Office of Technology)

IOT (Office of Technology)

Contacts

Looking for Whao's On-Call?

Search by name, phone, or email

Testing Group

Help Desk Group

Help Desk Group
Testing Group
Application Development
Application Development
Management Group

Testing Group

Tertiary
Primary
Secondary
Primary
Primary
Primary
Primary

Secondary

Assistant

CQueen Bee

Asst to the Asst of the Asst.
DR Mgmt

Graphic Designer
Application Developer
Head Nerd

Asst Deputy Director

Creation Date: 8/11/2016

IOT On-Call Scheduling

Page 9




Indiana Office of Technalagy

Powesing o State thot Warks

3. To narrow the list, select
an Agency and/or Team
OR
complete a Search.

Contacts

Looking for Who's On-Call?

v Testing Group v Q

Agency Team

Name = Agency = Team = Order A Title =
Sally Smith |OT (Office of Technology) Testing Group Primary DR Mgmt
Bette Davis |OT (Office of Technology) Testing Group Secondary Asst Deputy Director
Walt Disney |OT (Office of Technology) Testing Group Tertiary Assistant

NOTES:

To search for an individual, enter a name, phone number or email address in the Search box.

To clear the Agency or Team selection or to clear a Search entry, click the reset icon. n

The grid is sortable by column titles. Click on any title. The sort toggles between ascending and descending.

Above the Search field is a quick link to the OnCall list. L00KINg for Who's On-Call?

s . . .
The button in the upper, right corner navigates to the Teams screen.

Creation Date: 8/11/2016
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Steps Guidelines/Tips

1. To view the contact’s
information, click on the

_ : Contacts
Name in the grid.

Looking for Who's On-Call?

Agency Team

Search by name, phone, or email

Agency; Title =
Walt Disney OT (Office of Technology) Testing Group Tertiary Assistant
Sally Smith 10T (Office of Technology) Testing Group Primary DR Mgmt
Michaela Hoffman 10T (Office of Technology) Application Development Primary Graphic Designer
Jim Smith 10T (Office of Technology) Application Development Primary Application Devsloper
Carey Contact 10T (Office of Technology) Management Group Primary Head
Bette Davis 10T (Office of Technology) Testing Group Secondary Asst Deputy Director

Creation Date: 8/11/2016
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2. An information card
displays.
- The address is a link
to Google Maps

Sally Smith

Last updated on Aug 11th 2016 by Joelle Boothe

; . Agen 10T (Office of Technolo
- The email address is e (Tice oF Teennons 9
a link to open an Team Testing Group
Outlook email order Brimary
addressed tothis |
contact Title DR Mgmt
Address 429 S Henderson St, Bloomington, IN 47401
Phone (317) 585-1111
Email ssmith@iot.in.gov

Comments

Comments here.

Get a Link

Add to Phone Contacts

3. Click Get a Link to copy
and paste the URL. O ssmm@onn oy

Comments

Comments here.

o Cct 2 Link

Add to Phone Contacts

4. Click Ok to close the
message.

Success

The url for this contact card has been copied to your clipboard. Feel free to paste away

Ok

Creation Date: 8/11/2016 IOT On-Call Scheduling Page 12
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5. Click Add to Phone
Contacts.

cimaln SSIMIN@IoLIn . gov

Comments

Comments here.

Get a Link

s ,(d 10 Phone Contacts

6. Click the VCF download

Web page address
IM address

Phone numbers

Business.., ~

Hame... ~

Business Fax.., ~

Mobile.., ~
Addresses

Business... -

This is the mailing
address

file.
= = -
3 sally-smith.wvcf
7. The contact is
automatically loaded to = R Sely Smith - Contact 7 @ - 0 x
Outlook Contacts. CONTACT | INSERT  FORMATTEXT  REVIEW
8. Click Save & Close. 2 X = B T Detaie : ) 82 B I > 2
X s 0 B O3 EE % ) i 2
Save & Delete Save & Forward OneMote General Email Meeting More Address Check Business Picture Categorize Follow Private Update Zoom
Az New- = 5 Al Fields - Book Mames Card - - Up~
Actions Show Communicate MNames Options Tags Update  Zoom -~
Full Name... Fally Smith Sally Smith
Testing Group - Office of Technology
Company Testing Group - Office of Technology DR Mamt
Jaob title DR Mgmt ssmith@iot.in.gov
File as Smith, Sally - https://myweb.in.gov/|0T/mobile/san...
Internet
EE E-mail.. - | |ssmith@iot.in.gov
Display as sally Smith (ssmith@iat.in.gov) Hotes

Creation Date: 8/11/2016
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Steps

Guidelines/Tips

1. From the Team Members
screen, click Delete.

Testing Group - Members +
Name Email Primary Secondary Days Applicable Actions
Bette Davis bdavis@something.net (317) 555-4444 4 n
Sally Smith ssmith@iot.in.gov (317) 555-1111 4 n
Walt Disney walterd@king.com (765) 555-9898 —n
Joelle Boothe jboothe@iot.in.gov (317) 555-4444 (765) 729-6502 Mon, Tue, Fri '
2. Click Yes on the
confirmation. ’
Confirm
Are you sure you want to delete this user?
Cancel Yes

Creation Date: 8/11/2016
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OncCall List

View On-Call, Right Now

Steps Guidelines/Tips

1. From the Contacts
screen, click Looking for
Who’s On-Call?

Contacts
— Looking for Who's On-Call?

v v Search

Agency Team Search by name, phone, or email

Name Vv Agency = Team ==

Order =

Title =

2. Click on the arrow for the
Team to view the On-Call On-Call, Right Now
|nform at'on . Looking for the Contacts List?

|search

Search for teams by name or users by name, phone, or email

Will automatically reload in 4m 40s

#Collapse All | * Expand All

Development
¥ Testing Group
> Help Desk Group
¥ Software Group
¥ Management Group

B -

Creation Date: 8/11/2016 IOT On-Call Scheduling
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3. Clicking:

- Team Email opens an
Outlook email already
addressed to this
team.

- Website will open the
team website.

- Member emall
address opens an
Outlook email already
addressed to this
member.

4. Each card displays the
members:

- Level of contact

- Shift

- Time

- Email address

- Primary Phone

- Secondary Phone is
listed only for non-
Contact List members

¥ Testing Group

Description Team Email VSM Group Website
Testing something@something.com testing http://iot.in.gov
Bette Davis Joelle Boothe
shift: AM Coverage Email
Until: 4:00 pm
. jooothe@iot.in.gov
Email

Primary Phone
(317) 555-4444
Secondary Phone
(317) 555-3333

bdavis@something.net
Primary Phone
(317) 555-4444

NOTES:

ing for the Confacts List?
Above the Search field is a quick link to the Contacts List. Looking for the Contacts Lis

To search for an individual, enter a name, phone number or email address in the Search box.

Will automatically reload in 1m 435

The system reloads every 5 minutes to display the most up to date information.

A~ Collapse A « Expand All
Collapse All/Expand All will hide/display the OnCall cards.

o
=
Refresh button will reload the page. -

Pencil icon navigates to the Team screen.

Creation Date: 8/11/2016
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Identifier

Start

Steps Guidelines/Tips
1. From the Teams screen,
click Shift. Teams g+
Agency Manager Description
Testing ICT)T(Ofﬁce Joelle Testing ﬂ@ 8 n
Group © Boothe
Technology)
2. Click Add.
Testing Group - Shifts T

Color

Description

Length

Actions

Type Days Applicable

3. Enter the Identifier (this is
what will display in the
calendar).

. Enter a Description.

. Select the Length.

. Select a Start Time.

. Select the Type.

. Select the Color.

. Select the Applicable

Days.

Click Update.

O 00N U B~

10.

Weekend Coverage

|dentifier

Weekend Coverage

Description

Help desk weekend shift

Length

12 Hours v

Type

Primary v

Color
a;a - a
&n & &
Applicable Days
Monday

Friday

Tuesday

# Saturday

Start Time
7 am v
Wednesday Thursday
« Sunday

Creation Date: 8/11/2016
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Identifier Description Length Start End Color Type Days Applicable Actions

Weekend Coverage Help desk weekend shift 12 hr 7:00am  7:00 pm - P Sat, Sun s n

NOTES:
All fields are required.

The shifts can be edited/deleted from the grid.
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Steps

Guidelines/Tips

1. From the Teams screen,

Person Sun 14th Mon 15th Tue 16th Wed 17th Thu 18th Fri 19th Sat 20th
John Dough AM Coverage o B Au Coverage o Weskeod Coeiage 7}
= 800 am - 4.00 pm 8.00 am - 400 pm 7:00 am - 7,00 pmn
i - > o - s
800 am- 400 pm 800am- 400 pm 600 pm - 6:00 am

Aug 21st - Aug 27th +

Person Sun 21st Mon 22nd Tue 23rd Wed 24th Thu 25th Fri 26th Sat 27th
John Dough

Joelle Boothe

Aug 28th - Sep 3rd * n

Person Sun 28th Mon 29th Tue 30th Wed 31st Thu 1st Fri 2nd Sat 3rd

lick Shift.
click S Teams #oow 4+
Name Agency Manager Description Actions
) |OT (Office
(Taes“"g of éﬂe't‘s Testing e lal * |
roup Technology) ootne
2. The Calendar displays.
3. Select a shift from the list | 107 on-cal senecuing
on the right.
4. Drag and drop the shift to Testing Group - Schedule 2016 Shifts
the Person and Day. < szl
5. Repeat as necessary. Jul 31st - Aug 6th o S
Person Sun 31st Mon 1st Tue 2nd Wed 3rd Thu 4th Fri 5th Sat 6th Ao s Comiace )
Aug 7th - Aug 13th + n
Person Sun 7th Mon 8th Tue 9th Wed 10th Thu 11th Fri 12th Sat 13th
John Dough
Joelle Boothe
Aug 14th - Aug 20th + n

Creation Date: 8/11/2016
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NOTES:
To move a shift, simply click and drag to the new person/date.

To delete a shift from the schedule, click and drag the shift to the Drop to Delete at the bottom, right. Or, right click
on the shift and select Delete.

Creation Date: 8/11/2016 IOT On-Call Scheduling Page 20
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Steps

Guidelines/Tips

1. From the Schedule
screen, right click on the
shift you want to repeat.

2. Select Repeat Rules.

AM Coverage

Q
800a

| Repeat Rules

| Do Not Repeat

Delete

3. Select or enter how often
to repeat the shift.

4. Select the frequency.

5. Select Forever, X Times,
or Until Date.

6. X Times will require an
Ends after ___ times
entry.

Repeat Rules for AM Coverage

Repeat this shift every 1 Weeks v

Repeats Forever * Repeats X Times

Ends after times

Repeats Until Date

7. Until Date will require a
date selection.

8. Select a time.

9. Click Update.

Repeat Rules for AM Coverage

Repeat this shift every

Repeats Forever

=
Su Mo
1
7 8

1 Weeks v

Repeats X Times

® Repeats Until Date

Repeat this shift every 1

Repeats Forever

Repeat Rules for AM Coverage

Weeks hd

Repeats X Times

2016-Aug = - Sep 21, 2016

We h Fr sa 12.00 AM 1:00 AM 2.00 AM

3 4 5 6
400 AM 5:00 AM 6.00 AM

10 1 12 13
8:00 AM 9:00 AM 1000 AM

17 18 19 20
12.00 PM 1:00 PM 200 PM

24 25 26 27
" 400 PM 5:00 PM 6.00 PM
9:00 PM 10:00 PM

. i 5 - 8:00 PM

® Repeats Until Date

-
3:00 AM
7:00 AM
11:00 AM
3:00 PM
7:00 PM
11:00 PM

Creation Date: 8/11/2016
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10. Right click the shift and
select Do Not Repeat to
remove all future
repeating dates for this
shift.

AM Coverage Q
80 a
Repeat Rules

| Do Not Repeat

Delete

11. To repeat an entire week,
click Repeat Settings.

—+ |
Sat 27th

12. Complete the times and
frequency to be repeated.
13. Click Update.

Repeat Rules for Aug 21st - Aug 27th

Repeat these shifts every v

Repeats Forever Repeats X Times Repeats Until Date

The schedule default display is Month. Day and Week are available from the menu.

Cancel
NOTES: + B
Sat 27th
To clear all shifts from the schedule for the week, click the Clear button for that week.
- Click Yes on the confirmation.

Confirm

Are You sure you want to delete these 14 events that fall in the week of Aug 21st - Aug
27th?

Cancel
Day @ Week | Month

Creation Date: 8/11/2016

IOT On-Call Scheduling

Page 22




Indiana Office of Technalagy

Powesing o Stole thot Works

Previous and Advance buttons are available for past and future dates.

Print is available from the menu.
AM Coverage 9

The “P” or “S” in the right corner of the shift indicates whether it is Primary or Secondary. |t

To delete a shift from the schedule, click and drag the shift to the Drop to Delete at the bottom, right. Or, right click

Creation Date: 8/11/2016 IOT On-Call Scheduling Page 23
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Share Schedule

Steps Guidelines/Tips

1. From the Schedule
screen, click Share —
Schedule. | &4 |

2. Click Yes.
Confirm

Are you sure you want to share the schedule 08/01/16 - 08/31/16 with "Testing Group"”
and it's subscribers?

Cancel Yes

NOTES:
After clicking Yes, an email notification is sent to the Team Members and subscribers.
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Steps

Guidelines/Tips

By default, users are subscribed to all Teams.

3. To unsubscribe to a

teams schedule, navigate
to the Teams screen.

. Click Subscribe to
calendar updates.

m/

@

| Subscribe to calendar updates

. The button is a toggle and
now displays as an
eyeball with a line through
it.

To subscribe to the
schedule, simply click the
button again.

e

Creation Date: 8/11/2016
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Steps Guidelines/Tips

6. From the Teams screen,
click Edit Team.

Teams oW 4+
Agency Manager Description
Application LCT)T(Oﬁlce Gunnar 1llollgll ®
Development Tetr i) Hoffman
10T (Office
Testing of Joelle Tesg N,. 2 lolls n
Group Boothe
Technology)

7. Click Add in the Status

- Status Updates (Informational or Alerts)
Updates section.

8. Enter the verbiage for the

notification. Status Updates (Informational or Alerts) _
9. Select Warning or Warning
Informational
(Informational is default). o . ) L
10. Click Save. 1 This is an Informational noti Icatlon.l A

Informational

Creation Date: 8/11/2016 IOT On-Call Scheduling Page 26
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11. The notifications are
available on the OnCall
screen.

On-Call, Right Now

Looking for the Confacts List?

«" Expand All

> Testing Group i

a-

12. Click on the natification to
view it.

13. Use the X in the upper,
right corner to close
notification.

Testing Group Status Updates

1. This is an Informational notification. Aug 11th 3:56pm

r
=
Testing Group Status Updates
1. This is a warning!!! Aug 11th 3:56pm
|

Creation Date: 8/11/2016
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NOTES:

The number on the notification represents the number of notifications currently active.

—
@ information (E} m

Testing Group Status Updates

1. This is the third warning message! Aug 15th 1:30pm
2. This is the second warning message!! Aug 15th 1.28pm
3. This is an Informational notification. Aug 17th 3:56pm

To remove a notification, click Delete notification on the Edit Team screen. Click Save.

Status Updates (Informational or Alerts) \

1 | This is a warning!ll o -

Creation Date: 8/11/2016
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